





























In the time it takes to smoke a cigarette... 


LET US 
SHOW YOU 


the world's fastest 
electric typewriter 
with the world's 


finest features! 
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Made for typists by typewriter experts, today’s Smith-Corona Office Electric is the 
electric typewriter which carries on where others left off. Call your Smith-Corona 
representative for a short, dramatic demonstration of this marvelous business machine. 





Sleek, clean, modern design, 
complementing faultless per- 
formance. Five lovely decorator 
colors. Exclusive Signal Light 
gives positive on-off indication. 








All the operating controls are 
grouped efficiently within the 
keyboard area. Result: No waste 
motion, less chance for errors. 
Faster, easier, better typing. 





The special keyboard slope and 
Slixatly slanted keys give un- 
matched typing comfort. Each 
key cushioned to prevent “‘flat” 
feeling and give livelier touch. 


YG 
vx 


a _—— co 





aka Iam 6S 
You ned error control. 


You need error control. 





Exclusive Half Spacing — the 
easiest, simplest method of 
error control. It permits correc- 
tions without time-consuming 
(and very costly ) total re-typing. 


SMITH-CORONA ELECTRIC 


best business connection you ever made 
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ELECTRI Cc. .the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That 

is why Panama-Beaver, leaders and pioneers in the development of 

highest quality carbon papers and inked ribbons for over half a 

century, have gone through years of research, taking advantage of their 

vast knowledge and selected skills to bring you “SELECTRIC.” This 

arbon paper has the cleanest finish ever, is easy to handle and gives you 

longer wear and service. “SELECTRIC” lets you erase without a trace! 

Panama-Beaver’s only business has been, is, and always will be to develop and MANIFOLD SUPPLIES CO. 
produce superior carbon papers and inked ribbons for all business machines. Broekdye: ina: Meek 

Do yourself a favor—try “SELECTRIC.” 
Call your Panama-Beaver man, always a live wire! 











olivetti 


The Olivetti Lexikon is a true original, in 
the pleasing simplicity of its lines, in the 
“gentled” key action that cushions your 
fingers, in the satisfying look of letters you 
type on it. The Olivetti Lexikon Electric 
is equally special, in the way it looks 
(handsome) and the way it works (heav- 
enly). Wouldn’t you like to try a Lexikon? 
See your local Olivetti dealer. Olivetti 
Corporation of America, 580 Fifth Ave- 
nue, New York 36, New York. 
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Let this then 
Be Our Achievement 






é 





Clare H. Jennings 








W. as secretaries, are sometimes called “working girls,” 
and at times we have resented this appellation. But we 
should instead be very proud of it, for many reasons. Let 
us look upon life as a working day—which indeed it is. 
To the very young it seems a long one, but as we grow 
older and learn respect for gray hairs, especially our own, 
it seems almost impossible to put into effect all our 
thoughts and theories. This means, each day calls for strik- 
ing and immediate action, for as Wordsworth has said 
“thought and theory must precede all salutary action; yet 
action is nobler in itself than either thought or theory.” 
And the acts of this life are the destiny of the next. Every 
action of our lives touches on some chord that will vibrate 
in eternity. 

Ethel Ambler Life is not only a working day—life itself is an occupa- 
— : ; tion—an actual and active work. We go to work—be it for 
_ good or evil—when we are born; and beautiful as the 
ee morning of day with its many-colored and varied sunrises, 
Associatiez. is the morning of life. 

Then begins our growth, and all growth depends upon 
activity. We would do well to take as our motto “work as 
though you would live forever, but live as though you would 
die today.” Work, achievement, the fullfillment of dreams 
—all are as necessary to man as eating and sleeping. To 
work, to act, to achieve is our destination—our achieve- 
ments in the long run proclaim our innermost soul and 





“na, 












Mrs. Evelyn G. Day 


reveal our worth. 
In all of life there are hours for necessities, hours for 
delights, hours for comforting repose, as in each working 
day. Too, although every day is not payday, each day and 
each achievement has its own reward. Every duty well 
done is well rewarded, every thought has its recompense, 
every cross its crown. Pay goes with performance as effect 





Mrs. Marie E. Bishop 
















with cause. 
As every working day ends we feel good or bad, happy 
or depressed, according to what we have accomplished, and ' 
what attitudes we brought to the task at hand. On certain 
days at regular intervals, we take home our paycheck. So 
with life—God does not require us to live on credit—He ¢ 
pays us what we earn as we earn it—good or evil, according 
to our choice. 
Let us so live, so labor and so achieve that what we found 
as seed, in becoming members of NSA may be passed on 
as blossom, and what came to us as blossom may be passed & = 
on as fruit. Let this then be our achievement. 





Mrs. Edna J. Pickard 








THE SECRETARY—November, 1957 








ae 
Are You AFRAID? 


by 
June E. Sprague, CPS 
New York Chapter (New York) 


NE District 


Ace you afraid to take the CPS examination? Do you 
feel you do not have sufficient formal education to 
pass it? Do you feel you do not need it? Are you in a rut? 

CPS, in the opinion of the writer, is immensely more 
important to the mature secretary than to the younger 
one. In these days, when the emphasis on employment 
seems to be age thirty-five or younger, there is a definite 
challenge to the older secretary to show industry that 
she is not on the shelf, that she has something to offer 
that the younger woman does not have. We must prove 
we are still capable of doing a good job, and we are not 
afraid to improve ourselves. 

As we grow older, and particularly if we have occupied 
a good position for a number of years, there is a tendency 
to become smug, to take ourselves for granted, to think 
we know all there is to know, to feel we can afford to 
sit back and relax. Nothing is further from the fact. 

CPS is a challenge, and it can be met by the mature 
secretary. Suppose you do have only a high school edu- 
cation, that you have been out of school for thirty years. 
You need stirring up! Attend one good course in prepara- 
tion for the CPS examination, and you will receive a 
definite stimulation. Before you have finished that course, 
you will be planning on what course to take next. You 
will come alive and look about you to see what others 
are doing, what better way you can do your work and 
serve your boss. 

You can pass the CPS! Your years of experience are 
very valuable. They will stand you in good stead. So, let's 
all get busy and meet the challenge. Let’s show them we 
still have what it takes. Let’s wipe out that “up to thirty- 
five” phrase in the help wanted ads. 

The writer was one month short of forty-nine when she 
took the CPS examination. She passed it on the first try. She 
had a one-room country schoolhouse elementary school 
education, a high school education, six months of business 
school—plus thirty-three years of valuable experience. She 
was a civil service employee and had nothing monetary to 
gain by taking and passing the examination. Yet she has 
gained immeasurably in other ways. She has completed one 
course since passing the CPS examination. She is planning 
to take several more courses. She has “come alive.” She 
is out of the rut. 

How about you? 
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for well-spaced letters 
and clear carbons with 


Webster Quality 
Carbon Paper 


* Exclusive Scale Edge prevents running 
over. This uncoated numbered edge makes 
carbon handling easier and cleaner too! 


* Stays flat in extreme temperatures. Each 
sheet smooth and flat for uniform han- 
dling. 
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Dean Inez Ray Wells 


A, the number of persons taking 
the CPS Examinations increases, more 
regulations are needed to keep the “ma- 
chinery” running smoothly. Therefore, 
each September the Institute attempts 
to define policy that will be fair to 
everyone and yet make it possible for 
the personnel in the headquarters office, 
the members of the Qualifications Com- 
mittee, the dean, and the other members 
of the Institute to do their work more 
efficiently. 

You need to be informed of changes, 
either for your own sake if you are tak- 
ing the examinations or in order to pass 
the information along to others who are 
taking or planning to take the examin- 
ations. That is why the new regulations 
are given here and some previous ones 
are repeated. 


Deadlines 

Applications addressed to the Quali- 
fications Committee must be post- 
marked no later than December 1 if 
they are to be considered for the 1958 
examination. If you wish to take the 
examination and have not yet secured 
an application form, write immediately 
to the Committee on Qualifications, In- 
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stitute for Certifying Secretaries, 222 
West 11th St., Kansas City 5, Missouri. 
When the forms are received, fill them 
in carefully and completely and return 
them immediately. Beat the December 
1 deadline by as much as possible. 

When, as a new applicant, you receive 
a letter approving your application, you 
must return the blank sent to you with 
that letter within ten days of the date of 
the approval letter, with a check for $30 
attached. This is another deadline. 

February 1 is the final date for pay- 
ment of fees for retakes. But don’t wait 
for that date; send your fees as soon as 
you can after receiving the sheet headed 
Instruction for the 1958 CPS Exam. 

February 20 is the final date for with- 
drawal from the examination with re- 
fund of fees. At this time the final test 
center lists are set up and all arrange- 
ments are made. If you withdraw after 
that time, the expense of printing the 
tests, distributing them to the centers, 
securing proctors for the examinations, 
and some others are incurred anyway, 
so no refunds can be made. 
Failing by Default 

New applicants are required to take 
all six sections on the first attempt. Sec- 
tions which are not taken are recorded 
as failures. 
Expenses and Fee Increase 

The expenses involved in preparing 
and administering the CPS examination 
have increased and continue to increase 
as the number taking the examination 
increases. Although no monetary com- 
pensation is received for much of the 
work done by Institute members, ex- 
penses to Institute meetings must be 
paid; some secretarial help must be pro- 
vided; the services of a test consultant 





Certified Professional Secretary 


must be compensated; tests, forms, and 
brochures must be printed; letters must 
be written; certificates must be en- 
graved; postage must be paid; and many 
other expenses must be taken care of. 

Fees for the 1958 examination remain 
the same; but effective with the 1959 
examination, the processing fee paid 
by new applicants will be $7 and the 
fee for each section will be $7. You will, 
therefore, save money by taking the ex- 
amination this year. 
Fee for Duplicate Certificate 

It is possible to secure, upon payment 
of a $10 fee, a duplicate CPS certificate 
if yours has been lost or destroyed. As 
is the case with all certificates, th 
duplicate will be issued in exactly the 
same name used on the original and will 
be labeled “duplicate.” It will carry the 
date of the original certificate, but it 
will be signed by the current dean and 
NSA president. Duplicates of small 
identification cards may be secured upon 
payment of a $1 fee under the same 
conditions. 
Your Name 

In all correspondence with the Insti- 
tute, write your name as it should ap- 
pear on your certificate or as it does 
appear if you have already earned your 
certificate. “Mrs.” and a husband's first 
name or initials are never placed on a 
certificate, so if you are married, use 
your given name, your maiden name, 
and your married name; use (Mrs.) 
Jane Walker Smith, not Mrs. John 
Smith. If you are unmarried, use your 
full name if you want it to appear that 
way on the certificate. 

You will save yourself and the Insti- 
tute time, trouble, and expense if you 
are careful, consistent, and write legibly. 
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To pull all John Smith & Co. papers, the 
file clerk must find the John Smith & Co. 
folders in five separate file drawers. 


Before filing, five basic sorts are needed. 


Oxford PENDAFLEX° Oxford Pendaflex Integrated Name 





bios Filing puts all John Smith & Co. papers 
in one place, in one drawer, in one or 





INTEGRATED 

| more Oxford Pendaflex hanging folders, 
) C) ay 

and properly segregated therein in sets 

NAME FILE of manila “interior” folders, ready for 






instant selection. 


& Only one basic sort is needed before 
filing. Finding becomes five times faster. 
INF costs less to install, costs less to 
operate, and takes up less room in the 
files. 
For more information about INF, mail 
the coupon. 
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Oxford Filing Supply Co., Inc. 23 


Clinton Road, Garden City, N.Y. 


Send details of Integrated Name Filing to: 
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I, our chapter, past presidents do 
not fade away and die, nor do they shrug 
their shoulders on retiring from office 
and say, “I have done my part, let others 
carry on.” Their combined knowledge 
and experience are invaluable and al- 
ways available to the chapter through its 
Past Presidents Committee. This com- 
mittee has given the past presidents a 
spot in which they can remain active 
and useful to the chapter by passing on 
to new members knowledge of the func- 
tioning of the chapter, giving good 
leadership training, and helping the 
chapter to solve the problems which are 
bound to come up in one the size of 
Tire Town. 


It was on January 2, 1955, that Mrs. 
Margaret Casto, then president of Tire 
Town, telephoned me. I was chairman 
of the chapter's Constitution, By-Laws 
and Standing Rules Committee, and she 
requested that committee consider pre- 
paring certain proposed amendments. 
One was the creating of a National Af- 
fairs Committee which had been sug- 
gested to NSA chapters at a recently 
held state meeting. This would aid the 
chapter president in properly handling 
the large volume of material sent to her 
by the Association, regional and state 
headquarters. As a result, the following 
suggested amendment to Article VI of 
the chapter's by-laws was drafted and 
submitted to the chapter members: 


Page 8 


UR PAST 
PRESIDENTS 
COMMITTEE 


by 


Mrs. Mildred Bell Avery 
Tire Town Chapter (Akron, Ohio) 


(Great Lakes District) 


"Section 14. The National Affairs 
Committee shall be composed of the 
president, the immediate past president 
and one or more other past presidents, 
who shall review communications re- 
ceived by the chapter from national 
headquarters and transmit such com- 
munications in their discretion for con- 
sideration by one or more of the chap- 
ter’s committees.” 

This proposed amendment was adopted 
by the chapter on March 22, 1955. 

During the first week of April, 1956, 
there was a special meeting at which 
several of the past presidents of the 
chapter met with the executive com- 
mittee on various matters. During dis- 
cussion, it was suggested by Mrs. Lilyan 
Miller, also a past NSA president, that 
the National Affairs Committee was not 
too effective as such. It consequently 
might be desirable to replace it with a 
committee composed of all past presi- 
dents of the chapter to serve in an ad- 
visory capacity to the Executive Com- 
mittee; to review all communications 
received by the chapter from national 
headquarters and make suggestions to 
the Executive Committee; to help in the 
orientation of new members coming 
into the chapter; and to make recom- 
mendations to the new board at the be- 
ginning of each year. Still serving as 
chairman of the Constitution, By-Laws 
and Standing Rules Committee, I was 
asked to prepare a properly worded sug- 





gested amendment which could be pub- 
lished in the April, 1956, “BUZZER”, 
the chapter's monthly bulletin, prior t 
a vote by the members. 

Since it was recognized that unles 
carefully worded, there would be some 
members who would interpret that such 
a committee would try to control the 
chapter, much thought was given to the 
language of the proposed amendment. 

On April 24, 1956, the members of 
the chapter adopted the following 
amendment: 

“The Past Presidents Committee 
shall be composed of the past presi- 
dents of the chapter who shall elect 
a chairman from their own number 
and who shall have the following 
duties and responsibilities: 

(1) to serve in an advisory capacity 

to the Executive Committee 
and/or Board of Directors; 






to review all communications re- 
ceived by the chapter from the 
Association and division organi- 
zations and to make suggestions 
to the Executive Committee with 


respect thereto; 
to help in the orientation | 


gram for new members and to 
assume responsibility for inform- 
ing such new members as to the 
advantages and obligations of 
membership in the chapter; and 


=~ 
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(4) to make recommendations to the 
Board of Directors at the begin- 
ning of each chapter year and at 
such other times as it may be 
expedient so to do.” 


As you will note, the Past Presidents 
Committee acts only in an advisory ca- 
pacity. Also, if any chapter problems 
arise they may be resolved by the Execu- 
tive Committee and/or the board sub- 
mitting such problems to the Past Presi- 
dents Committee and working with 
them on such problems. This procedure, 
if followed by other chapters, may to a 
large degree cut down the calls for as- 
sistance from division officers, and thus 
save expense for the Association. 

The Past Presidents Committee was 
not created to take sides, nor to indulge 


(Cont. on Page 26) 
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Now...changing a ribbon is so clean and 


easy you can do it with white gloves on. 





It’s a snap! Lift out the old Twin-Pak... 


New Royal Twin-Pak ribbon 
comes rolled in two cases. 
Nothing to wind! Nothing to thread! 


drop in the new. No more smudgy fingers! 





From ROYAL-a brilliant new typing 


speed and ease! Exclusive features include Twin-Pak, 
the clean and easy ribbon changer that takes the dirty work out of office typing 


Never before has a standard office type- 
writer offered you such brilliant typing 
speed and convenience...with such bril- 
liant-looking results. 

New Twin-Pak even makes ribbon 
changing a “‘cinch.”” You do it in seconds 
and never touch the ribbon. So no more 
smudgy fingers. 

And Royal’s new “brilliant action” is 
light as a whisper... fleet as a breeze. 
Keys have a faster, more comfortable 
**feel”’...the touch is lighter, tailored to 
the length and strength of your fingers. 


Fact is, everything’s easier on this 


brilliant new Royal Typewriter. Paper al- 
ways goes in straight and square. Won’t 
slip when you flip the paper release. 

A famous color stylist created those 
lovely Royal-tone hues to banish eye 
glare, brighten up your typing. In 
Cameo Pink, Sea Blue, Willow Green, 
Sandstone or Pearl Gray. 


Interested ? 
Drop a hint to your boss. Tell him 
this new Royal does more work... bet- 
ter-looking work... faster. Then prove 
it to him. Call in your Royal Represen- 
tative for a free office trial. 





ROYAL 


standard 
typewriter py. 4 








Product of Royal McBee Corporation, world’s 
largest manufacturer of typewriters 








What Office Administrators 
Should Know About Contracts 


Many business dealings are governed by the laws of 
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H... much business contract law 
should an office executive know? This 
is a difficult question to answer with 
any degree of finality. However, every 
administrator should certainly keep in 
mind that business law governs his 
everyday office activities much more 
than he may realize. 


You should not attempt to be a legal 
expert, but you can familiarize yourself 
with some basic legal points. It takes 
only one mistake in office business 
dealings with others to lose money for 
your company. 


You may not realize it, but you prob- 
ably enter into hundreds of contracts for 
the purchase of office equipment and 
supplies—oral, implied or written—dur- 
ing the course of a year. After the order 
is written. you have incurred legal 
liabilities. And, you have created certain 
rights for yourself. 


You are at a disadvantage if, as an 
office manager, you do not know and 
understand your legal rights and obliga- 
tions as given and imposed by contract 
law. 

Thus it is helpful for you to know 
some basic facts about office business 
contract law. You should know the 
definition of a contract, what a con- 
tract involves, and when a contract must 
be in writing to be enforceable. Herc 
is some practical information for your 
daily guidance. It provides some basic 
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contract; here’s a brief run-down of the types of con- 
tracts, and the characteristics of a valid contract. 


by EARL W. MOUNCE, professor of law, 
University of Maryland and 
ROBLEY D. STEVENS, management consultant, 
Washington, D. C. 


Reprinted from OFFICE MANAGEMENT, 
by permission of the editor. 


rules pertaining to office business con- 
tract law, as a measure of preventive 
law, in an effort to help you avoid pos- 
sible legal pitfalls. 


You should know that you are not 
compelled by law to enter into a par- 
ticular office business contract. If you 
should enter into such a contract, the 
rights and duties which you have under 
the contract will be derived from your 
voluntary agreement thereto. 


The court will mot make a contract 
for you. If, however, you and the other 
party voluntarily enter into a legally 
enforceable contract, the court will in- 
terpret and enforce it as such. 


What, exactly, is the definition of a 
contract? The answer to that question 
is simply this: “A contract is a promise 
or set of promises for the breach of 
which the law gives a remedy, or the 
performance of which the law in some 
way recognizes as a duty.” 


The contract-under-seal is the com- 
mon example of a formal contract. It 
was the first type of contract to be 
recognized and enforced by the court. 
It had to be in writing, signed, and 
sealed. Today, however, in a number 
of states the efficacy of the seal has 
been abolished by statute. 


A contract is said to be an “express” 
contract if the parties to the contract 
expressly state the terms of the agree- 
ment. In brief, the “intentions” of the 


parties to a contract and the terms of 
the agreement may be in writing or 
orally entered into. 

A contract “implied” is a contract 
inferred from the acts or conduct of 
the parties and the surrounding circum- 
stances involved. In brief, the terms of 
the contract and the intention of the 
parties are not expressed orally or in 
writing, but the actions and conduct of 
the parties indicate an intention € 
contract. 

You prove an “express” contract by 
introducing the written contract, or if 
your contract was orally entered into, 
by introducing evidence to what the 
parties said. 

You prove an “implied” contract by 
introducing evidence as to the acts of 
the parties. 

An “executed” contract is one that 


(Cont. on Page 24) 
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thanks to her REMINGTON® ELECTRIC typewriter 


And no wonder — electricity does the work — 
helps today’s smart women of letters 
turn out such truly beautiful work in so little time, 
with so little effort and so pleasing to the boss. 


sd Remington. Ftand 
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a your thoughtfulness 
through your Christmas gift pack- 
ages can be an easy and fascinating pas- 
time, if you take advantage of the short- 
cuts and techniques developed by profes- 
sional gift-wrappers and utilize the time- 
saving materials now available. 


That's the advice of Kaye King, gift 
wrapping stylist for Hallmark Cards and 
author of the book, “The Art of Gift 
Wrapping.” 


The greatest aid to creating glamor- 
ous yuletide gift packages is an un- 
bridled imagination, Miss King said. 
Strive for the unusual, the distinctive 
approach and the recipients of your 
packages will know that you have in- 
vested thoughtfulness as well as money 
in their gifts, she declared. 


Here are some suggestions from Miss 
King on giving your packages the pro- 
fessional touch: 


1. Select a gift paper that can be 
shown to good advantage on the pack- 
age you're wrapping. Wraps with petite 
designs are best for smaller gifts. Re- 
serve the gift papers with large, bold 
patterns for larger packages. 

2. Trim the gift paper to fit the 
package you are wrapping, thereby 
avoiding the bulky effect that is created 
when too much paper is used. The paper 
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HAVE FUN 


WHILE } 


WRAPPING YOUR 
CHRISTMAS GIFTS 


“Since time began, a gift has been the accepted way for man to show his 


friendship, kindness or love. A gift speaks the language of thoughtfulness, and 
that in itself is the most precious gift of all. 

“If gifts are the language of thoughtfulness, surely gift wrappings are the 
punctuation marks; and the way you use them is an important part of the story 
you want to tell... the story of your thoughtfulness.” 


—foreword to “The Art of Gift Wrapping” 


should overlap the package by about an 
inch in the back. The paper should ex- 
tend beyond the ends of the box by a 
distance equivalent to one-half the box’s 
thickness. 


3. Crease all folds sharply. Use the 
fingernail to achieve a crisp fold. 


4. Use cellophane tape or paste — 
rather than ribbon —to secure the gift 
paper on the box. Ribbon should be 
used exclusively for ornamentation. 


The selection of gift papers in the 
stores this year is perhaps the most 
colorful and varied ever offered. The 
Hallmark company, for example, is of- 
fering more than 150 Christmas gift 
wraps for all types of packages and per- 
sonalities—ranging from highly stylized 
patterns to traditional yuletide favorites. 
Solid color papers in foil, matte and 
shiny finishes add to the variety. 


Often a package can be wrapped in 
a gift paper that reflects the recipient's 
interests or personality, Miss King coun- 
seled. The masculine gift can be 
wrapped effectively in a design of saws, 
hammers and other do-it-yourself tools 
that is certain to appeal to the home 
handyman. Floral patterns featuring 
such holiday floribunda as poinsettias, 
mistletoe and the like will be appreci- 
ated by the person who gardens as a 
hobby. 


by Kaye King. 


“The Art of Gift Wrapping,” which 
Miss King prepared in response to 
numerous requests for an authoritative 
and easily-understood reference book on 
the subject, explains in detail the oft 
puzzling art of creating handsome bows. 


Even the most glamorous bows are 
now easy to achieve because of a ne 
ribbon known as “Hall Sheen” th 
sticks to itself when moistened, Miss 
King said. Because of this self-adhering 
quality, any bow can be fashioned with- 
out the tying of a single knot. This not 
only produces a neater, less bulky bow, 
but also makes it possible for the be- 
ginner to create bows that are the equal 


of the professional's. 
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The new ribbon, available in an al- 

most limitless variety of colors, widths 
d textures, can be converted easily 
to many handsome flowers. 

Roses, carnations, poinsettias and a 
host of other flowers can be made. Full 
instructions for creating the flowers as 
well as bows are included in “The Art 
of Gift Wrapping,” which is available 
in gift wrapping departments and greet- 
ing card stores. 





Intriguing gift wrap packages can 
be created by using the “silhouette” 
technique. First, cut a design from 
the sheet of paper in which the pack- 
age is to be wrapped. Then the area 
of the gift package that will be ex- 
posed by the cut-out design is covered 
with a gift paper of harmonizing or 
contrasting color. Add finishing 
touches, such as the ribbon bow, gold 
foil whiskers and eyes and nose of 
gift wrap scraps in the case of the 
perky blue cat. 











wd 


& BECAUSE THE BOSS JUDGES YOU by the letters you give him, isn’t it 
aggravating to have your typing skill frustrated by a ribbon that doesn’t do 

> j you justice? This won’t happen if you use a SilKeeLox ribbon. And the one 

e eC ee who receives a letter typed with a SilKeeLox ribbon will think well of the 


company and the man who sent it. 
But the attractiveness of your work is only one of several reasons for using a 
SilKeeLox ribbon. The fineness of the fabric which means better originals 
also means better carbon copies. The same fineness 
of fabric permits 50% more yardage on the spool— ? 
hence much longer wear and fewer 
; ribbon changes. 
| 0 nl S We suggest you try a SilKeeLox rib- 
bon... in just the degree of inking 


you prefer . . . and discover for your- 
self why this Silk ribbon by Kee Lox ae 


Designed to is indeed the Ribbon of Ribbons. -+=- t&~ 
make a good © Distributed by Kee Lox branch offices in 





The Secretary: The First Lady 





major cities and by authorized dealers. of Industry and Commerce 
impression | 
KEE lox, MANUFACTURING COMPANY | Dept. S-7 
a : . & Carbon Papers and Inked Ribbons Rochester 1, N. Y. 
—- : oi OVER 50 YEARS OF GOOD IMPRESSIONS 
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Kid Glove Test 
proves it / 


No More Stain 
or Smudge in 
Spirit Duplicating 


TRANSOGRAPH is a completely new 
duplicating process developed by Co- 
lumbia for use on all existing liquid- 
type duplicating machines. It’s not just 
cleaner—it’s clean! 

e 
TRANSOGRAPH PROCESS can read- 
ily be integrated with present liquid 
processes—no special machines or ad- 
justments—no extra machine parts— 
no special operating technique. 


TRANSOGRAPH TRANSFER SETS 
are clean—non-sensitive to light. There 
are no printing restrictions—Kissprint 
—Impress print—Type—Write—Draw 
—Rule—Tabulate . . . file—rerun. 


TRANSOGRAPH FLUID is non-cor- 
rosive—contains no oil to coat cylinder 
—produces brilliant copy. 
TRANSOGRAPH COPY PAPER may 
be used on both sides—light-fast— 
water-fast—clean. 






SEE IT DEMONSTRATED! 
For date of local Transograph 
Demonstration and complete 
information, write: Columbia 
Ribbon & Carbon Mfg. Co., 
Inc., 7011 Herb Hill Road, 
Glen Cove, N. Y. 








TRANSOGRAPH 


ALL NEW SPIRIT DUPLICATING PROCESS 





UNDERSTANDING YOURSELF 


Harriet Moistner, CPS 
Crossroads of America Chapter 
Indianapolis, Indiana 


(Great Lakes District) 


Based on a Human Relations Class 
Lecture by Earl A. Dvorak, 
Bloomington Campus, Indiana University 


a is a hard word to 
describe. It is used in many ways, 
each with a different real meaning. 
Usually we think of its meaning how the 
individual impresses others, either posi- 
tively or negatively. Webster has some 
very good definitions, again slanted 
toward the way the word is used: 


Distinction or excellence of per- 
sonal and social traits; magnetic 
personal quality. 

or 
The totality of an individual's 
characteristics. 


Personality, then, is first considered 
to be a negative or positive combination 
of appearance and manners. ( By positive 
I mean affecting others pleasantly, and 
by negative I mean affecting others 
unpleasantly.) Appearance would take 
into consideration physical character- 
istics (real or adopted) plus the imme- 
diately apparent factors of clothing and 
possessions. Manners would cover man- 
nerisms, on first acquaintance, but would 


almost immediately enlarge itself SM 


consideration of others, positive or nega- 
tive, otherwise known as “Human 
Behavior”. 

The next step is to consider the 
reasons for human behavior. This is a 
subject on which volumes have been 
written. A brief but practical summary, 
however, might be as follows: 

Individual Human Behavior is influ- 
enced by one or more of the following: 


Public Opinion 

The average person is restrained by 
public opinion. Certain unusual persons 
behave as they do to flout public opin- 
ion, but it is still public opinion, al- 
though negative, which causes them to 
behave so. 

Training 

This includes specific training in 
social graces, but also the conscious or 
unconscious imitation of parents or as- 
sociates. Most social patterns and prej 
udices develop from the latter. There 
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may also be violent negative reaction to 
training which was intended to be posi- 
ive but was handled improperly. 


Health 

A person in poor health ordinarily 
reacts negatively to almost every situa- 
tion. A chronically ill person, unless he 
or she makes specific efforts will be 
disinterested, cross, and irritable; a 
temporarily ill person will develop these 
same traits while he is ill, and seem 
almost like a different individual as 
compared to his healthy self. Friends, 
therefore, should realize that these char- 
acteristics are almost synonymous with 
illness, and try to overlook them. The 
ill person, on the other hand, should try 
not to become a habit slave to these 
traits. 


Physical Characteristics 


These in themselves can affect per- 
sonality either negatively or positively. 
A strong, beautiful person may make 
an attractive appearance, but forget to 
develop any consideration for others, 
and therefore in the long run be an un- 
attractive person. Some slight physical 

efect, hardly noticeable to others, may 

cause a person to become a recluse, be- 
cause of his own exaggeration of that 
defect. A person who is almost repulsive 
to look upon may become exceedingly 
beloved because of his wit or wisdom 
or thoughtfulness toward others. 


Intelligence (Or Interest) 


People who have different types of 
intelligence (or interests) often do not 
understand one another. An automobile 
mechanic may be as good at his work as a 
concert violinist may be at his, respec- 
tively. Ordinarily neither could do the 
other’s work with any skill at all. This 
does not mean that one is intelligent and 
the other is not. It merely means that 
they have different kinds of intelligence. 
The most common kinds of intelligence 
are: social, mechanical, mental, artistic, 
and creative. All of us know individuals 
who have a high degree of one of these 
and none of the others. Most people, 
however, have a medium or low degree 


r more than one of these kinds of 


intelligence. 
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Respect for the Unknown 

There is one more aspect which influ- 
ences human behavior, possibly more 
thany any of the others listed above. 
This may be called by different names 
by different people, but to all it means 
the same—respect for the unknown. If 
you have not this control in your life 
you will be out of tune with the rest of 
the world, or it will be out of tune with 
you. It is hard to imagine a positive 


personality who has not respect for the . 


unknown. 

If you can’t answer “Yes” to these 
questions, listen to your “No” answers 
very carefully and try to figure out what 
lies behind them. 

Do I have an interest in people? 

Am I cheerful? 

Do I manage to keep calm and even- 
tempered under pressure and strain? 

Am I dependable? (Keep promises, 
on time for appointments, etc. ) 

Can I say “No” graciously, when it is 
desirable or necessary to refuse requests? 

Am I patient? 

Do I keep personal confidences? 

Am I a good listener? 

Do I give credit where credit is due? 

Do I treat people on an even basis 
(that is, am I as nice to the janitor 
as to the president of the company) ? 

Do I give others an opportunity to 
express their points of view? 

Do I refrain from making sarcastic 
remarks? 

Do I talk in a loud and commanding 
voice? (This should have a “No” 
answer. ) 

Do I avoid arguments? 

Do I avoid making snap judgments? 

Do I try to put people at ease when 
I am talking to them? 

Do I accept praise and criticism 
graciously? 

Do I return good turns which are 
done for me? 

Do I say “Please” and “Thank you”? 

Am I objective in my thinking? 

Am I truthful? 

Am I concerned with my personal 

appearance? 
If you can answer all of tiiose questions 
affirmatively, undoubtedly you are a 
saint instead of a secretary. However, 
they do give us a goal to strive for. 
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1 @ More legible copies ~ 
each typing 
(I've made as many as 13 
copies at one typing) 


2. Easy to handle 


... files compactly 


For all its light weight, 
SEA FOAM has the strength and 
body to stand up in the file. 
3. 


Less Waste 
SEA FOAM is boxed. 
No frayed sheets to 
be thrown away. 


@ You'll like Sea Foam, too. Next time you 
need a lightweight for second’ sheets, say SEA 
FOAM to your supplier. It's watermarked, so 
you'll know you're getting the best. 


Write on your letterhead for sample: 
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W ree your Association’s Certi- 
fied Professional Secretary program 
first came to my attention, I was greatly 
impressed by the commendable objec- 
tives and gratified to see once again a 
confirmation of my own personal belief 
that most people, given a chance, will 
make a genuine effort to better them- 
selves. 

This has been borne out to me again 
and again. In my own company we have 
made available to every employee a 
number of opportunities to increase his 
education through university and trade 
school work. In one of our programs, 
once the employee's course of study has 
been approved — and we take a very 
liberal stand on this—we compensate 
him 100% for tuition as long as he 
maintains an A average; 75% for a B 
average, and so on. Many employees of 
Baltimore Contractors, Inc., have em- 
barked on complete college educations, 
and many more are taking various mis- 
cellaneous courses. I am especially happy 
that the average mark is better than B. 


Our company also awards scholarships 
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to a number of universities, such as 
the Baltimore Junior College and to the 
University of Maryland, to deserving 


students. 


Businesswise, we believe in up-to-the- 
minute education, too. One of our ex- 
ecutives is presently at the Harvard 
School of Business Administration in 
the Advanced Management Program, 
and other members of the firm have 
recently completed management courses 
in Pittsburgh. 


So you might say that I value educa- 
tion highly. Almost as highly as I value 
the will of people to improve themselves 
through education. 


One of the first things that struck me 
about your Association’s Certified Pro- 
fessional Secretary program was the very 
fact of its existence. In the half-century 
or so since businessmen first reluctantly 
admitted women into their offices, the 
American Secretary has definitely estab- 
lished her indispensability. And now, the 
modern secretary, realizing the growing 
complexities of today’s business and the 


Victor Frenkil, 


President of 


A BUSINESSMAN 
LOOKS AT CPS 


Baltimore Contractors, Inc. 


ever-increasing problems of the execu- 
tive, has adopted a program that will no 
only improve herself and advance her 
profession, but will also go a long way 
toward further heightening the resource- 
fulness and helpfulness of the secretary 
in the world of commerce 


I was also impressed by the scope and 
penetration of the examination itself. 
So often professional organizations 
award their members titles and honors 
that have little genuine accomplishment 
behind them. But here is no empty title! 
Not only must a young woman have 
performed satisfactorily as a secretary, 
in order to qualify to take the examina- 
tions, she must be well-versed in such 
subjects as Human Relations, Business 
Law, Business Administration, Account- 
ing and Secretarial Problems. Clearly, 
recognition as a Certified Professional 
Secretary must be soundly earned—must 
be founded on highly professional and 
demonstrated capacity of an exceptional 
degree. It is, therefore, a designation to 
which every growth-minded secretary 
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may well aspire — and one of which 
every CPS may be justifiably proud. 
Obviously, every businessman who has 
a CPS in his employ can be sure that 
she is one of the most valuable adjuncts 
to his business. 


The more I thought about the CPS 
program, the more it seemed to me that 
some recognition by business should be 
made of the program, both as an in- 
centive to aspirants and as an indication 
that the efforts being made were known 
and appreciated. After discussion with 
the officers of the Association, we hit 
upon the idea of an Award Cup to be 
presented each year to the chapter with 
the highest percentage, among its mem- 
bership, of participants in the CPS ex- 
amination. So that each chapter, large 
or small, could have an equal chance, 
the award will be based on percentage 
of members participating rather than 
on the total number. 


The Cup is now on display at the 
Association’s headquarters, and it will 
be officially presented for the first time 
to a winning chapter in 1958. 


I hope that this award, which is a 
modest token of my high regard for the 
Certified Professional Secretary pro- 
gram, will serve its purpose as an in- 
centive, and as a mark of recognition 
of this farseeing and constructive move- 


ment. 


The Annual Victor Frenkil 
International CPS Award 


The silver cup illustrated at right 
is an award made by Victor Frenkil, 
author of the accompanying article, 
to serve as an annual incentive 
among NSA members to participate 
in the CPS program. 
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cess Swinburne carved the 
happy phrase, “the noble pleasure of 
praising.” Certainly here is an etching 
of a bright picture that has almost passed 
from the scene of modern life. We live 
and struggle in an atmosphere of blame- 
fixing and criticism. This is the age of 
the scapegoat. 

The poet here prescribed an antidote 
to discouragement, to our personal de- 
struction of one another, and he also 
gave us in this flowing phrase the best 
definition of thanksgiving I have en- 
countered: the noble pleasure of praise. 
For thanksgiving is praise made artic- 
ulate by grateful and gracious spirits. 
It is praise expressed. 

This praise, or praising, is a noble 
pleasure within reach of us all. It ad- 
dresses itself first to God, then to those 
about us, and for us who have eyes to 
see this praise moves through all the 
ranges and reaches of nature’s gay and 
gallant moods. This noble pleasure of 
praise makes glad our relation with the 
Father, lifts his children to attempt and 
to achieve, and pours the songs of the 
stars into our souls. This noble pleasure 
is the grand Doxology to all life, and to 
the mighty and merciful hands that 
fashioned it. It is the union of love and 
wonder, the expression of faith and hope 
—Godward, manward, and earthward. 
We are the poorer for not having expe- 
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The Noble Pleasure of 
PRAISE 


by 


Frank Johnson Pippin 
Minister, Community Christian Church 


Kansas City, Missouri 


Copyrighted. Used by permission of the author. 


rienced more this noble pleasure of 
praise. 


Modern man’s three greatest prob- 
lems are isolation, loneliness, and the 
difficulty in getting self-esteem. How 
quickly these would vanish if we 
lavished on one another the noble 
pleasure of praise. On catching the train 
one morning at the end of my high 
school days, my high school professor 
turned and shook my hand and said 
goodbye. Then he added: “You are 
coming along fine and I want you to 
know I am expecting great things of 
you.” Though I have never seen him 
since, he will never know what his 
practice of the noble pleasure of praise 
has meant to my life. 


In a recent magazine article there is 
the story of a man searching the attic 
of an ancient house where he and his 
family had lived for more than a cen- 
tury and a half. The present generation 
were soon to move. He never got any 
farther than the old faded letters, dusty 
and yellowed with the years. One theme 
threaded the letters together: “You are 
very wonderful.” Thus in their problems 
and heartbreaks, in their disappoint- 
ments and failures, as well as in their 
high moments of elation and victory, 
four generations of kinsmen had lavished 
on one another the noble pleasure of 
praise: “The courage with which you 
are facing your difficulties is an inspira- 
tion to all of us. We haven't the slightest 


doubt that in the end you will triumph 
over all of them . . . Have I told you 
lately what a wonderful person you are? 
Never forget how much your friends 
and family love and admire you.” They 
loved each other and said so. And I'm 
confident that a search of their personal 
histories would reveal their answering 
the challenge of the impossible with 
tenacity and inner triumph. 

The late Alexander Wolcott once told 
the story of Stephen Foster’s last hours. 
Out of his tortured but sweet spirit had 
come “Beautiful Dreamer,’ “Jeanie 
With The Light Brown Hair,” and 
“Come Where My Love Lies Dream- 
ing.” When the fever of life had left 
him, they found these final words on a 
crumpled piece of paper in his hands: 
“Dear Friends and Gentle Hearts” . . . 
That was all. Whether the start of a 
song, or a letter, we will never know. 
No matter. These tender words remain 
as Stephen Foster’s legacy to us who 
praise not the flower, but often wither 
it in the bud in the morning before the 
evening dews can kiss its mature, fra- 
grant petals. 


This creator of immortal tunes knew 
the noble pleasure of praising. He knew 
what thanksgiving is and he leaves us 
all feeling deep inside that we are in- 
cluded in “dear friends and gentle 
hearts.” And that makes all the differ- 
ence in the world. 
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(Northwestern District) 


Bonine Foster, a member of Mount 
Rushmore Chapter, Rapid City, 
South Dakota, was born in Hettin- 
ger, North Dakota, where she at- 
tended grammar school and high school. 
Her business training was taken at the 
Minnesota School of Business in Minne- 
apolis. 

Elaine began her secretarial career 
with an insurance company, before join- 
ing the South Dakota Stockgrowers As- 
sociation where she has been secretary 
to W. M. Rasmussen for the past ten 
years. 


Elaine’s job is a very interesting one. 
She does all the bookkeeping for the 
Association, which consists of member- 
ship and magazine accounts, records of 
the brand inspection charge per head 
on any livestock that goes through any 
sales ring in the state, an index record 
card of each brand in the state, as well 
as the payroll and the many other mis- 
cellaneous accounts and jobs. 


She takes notes and transcribes the 
minutes of the quarterly meetings, an- 
naul conventions, and ten active stand- 
ing committees in the Association. Her 
office publishes a self-supporting 
monthly magazine which goes out to all 
their members, and Elaine handles cor- 
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respondence to prospective advertisers 
and the billing for this advertising. Pros- 
pective members are canvassed period- 
ically and a card filing system is set up 
for each member. The planning of all 
annual conventions is handled in her 
office. 

This year Elaine was awarded a ten- 
year plaque inscribed: “To Elaine, in 
appreciation of your ten years of effi- 
cient, industrious, and loyal service to 
the South Dakota Stockgrowers.” 


Elaine has served as recording secre- 
tary, vice president and president of her 
chapter. She has attended many Associ- 
ation conventions, division meetings and 
regional conferences, and last year sex ved 
as a member of the Secretary Of The 
Year Committee. Presently, Elaine is 
serving as chapter secretary and as a 
member of the division membership and 
chapter procurement committee. 

She took the CPS examination in May 
of this year. 

Elaine is a member of the 600 Bowl- 
ing Club, has been secretary-treasurer 
of the Rapid City Women’s Bowling 
Association for the past four years, and 
has been a delegate to the State Bowling 
Meet for the last three years. Garden- 
ing and cooking are among her hobbies 
and interests. 
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in 5 degrees of softness 

e They sharpen sharp 

e Keep their point 

e Write smoothly... 
dependably 

e Last longer 


Don’t just order pencils... 
order Dixon Ticonderoga 


At better office supply 
and stationery stores 


THE JOSEPH DIXON CRUCIBLE CO. : 
Pencil Sales Division Jersey City 3, N. J. 
Dixon Pencil Co., Ltd. Newmarket, Canada 








.. 
2 “secret for : 


: SECRETARIES; 







Use an electric 
typewriter? 
Then be sure 
you use the 
ribbon that keeps your 
hands clean as you put it on 
your machine. The ribbon 
that has the red plastic “leader” on 

it. Old Town’s Carbon Paper Ribbon. 


All-quality carbon coating. High tensile 
strength, thin paper. This Old Town 
combination gives you execu-tively 
beautiful, non-smudge originals. Preci- 
sion-cut ribbon edges eliminate tearing. 


RIBBON ABSOLUTELY FREE! Write us for it 
on your firm's letterhead. Show yourself (and 
your beaming boss) the 
very finest-looking typing! 





750 Pacific Street, Brooklyn 38, N. Y. 


World’s Foremost Maker of Carbons, Ribbons, 
Duplicators and Duplicator Supplies 





Amazing Discovery! 


Forty years ago 
they laughed at it. 
Today doctors, attor- 
neys, nurses and busi- 
ness executives use 
grapho analysis. They 
depend on it. Further, 
the opportunities for 
grapho analysts are 
growing all the time. 
There is Ezell Eiland, 
in Texas, who writes “Working only 
part time in the last year | have made 
$1,500.00. | have averaged $20.00 
an hour at times.” In Bay Village, 
Ohio, Eunice Smith reports, “Grapho 
analysis is now a full time job for 
me: teaching, lecturing, writing, con- 
sultation, analyzing for business- 
men.” There are scores of letters on 
my desk right now telling of personal 
problems solved, young people 
helped; spare, full time earnings by 
grapho analysts who simply use what 
they know. Get all the facts, FREE. 
State your age. Trial Lesson, examina- 
tion, 48-page EVIDENCE IN INK, all 
sent without charge or obligation. 
Investigate Now! 
1.G.A.S., Inc., 1009 Wilhoit Building 

Springfield, Missouri, U.S.A. 
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Let’s Be Women 


Mrs. Alicia Cogan 


Northeastern District Reporter 


Tere is an old baseball expres- 
sion, “Now is the time to separate the 
boys from the men,” meaning that a ball 
player considers it a tribute to be called 
a man, rather than a boy. This holds true 
in the lives of all the male sex, from the 
day of the first date, through twenty- 
first birthdays, first jobs, and on through 
life as husbands, fathers, and grand- 
fathers. 


Not so with the foolish fair sex. Peter 
Pan-ism is rife in their bosoms. The 
“girls” giggle down the block together 
after school. The “girls” date, become 
engaged and marry. The “girls” assume 
careers, and band together in clubs and 
associations—still as “the girls.” Real- 
izing that women are inexplicable, I 
do not propose to solve the why of this 
silly situation. I shall simply proceed 
on the premise that a word to the wise 
is sufficient. 


Sometimes I think we don’t like to be 
women. So we evade the little issue of 
womanhood by calling ourselves “girls.” 
Perhaps that suggests gaiety; but if you 
remember your girlhood at all, you will 
remember that you worried more in one 
day when you were sixteen and truly 
“girlish” than you do now in a dozen 
days. So, if you are calling yourself “girl” 
in an effort to drop the cares and bur- 
dens of womanhood, stop deceiving 
yourself. A rose by any other name will 
still burst into bloom, and it really takes 
less time and effort, using woman’s in- 
genuity, to carry the burdens gracefully. 


It may be that the custom of calling 
our members of all ages by an ungeneric 
term of “girls” is just to show that we 
are all friends together, all on the same 


level. We can and should be friends 
together, as women, but we are not all 
on the same level. 


Some of us talk about people; some 
of us talk about things; and those of us 
on the highest level talk about ideas 
and ideals. It is to this level that we are 
striving to elevate the secretarial pro- 
fession. 


We might start this process of eleva- 
tion by a change of terminology. Believe 
it or not, “women” has no more letters 
than “girls.” It is easier to write. It is 
more dignified to say. It elevates us 
from juvenile to mature. 


What picture do we suggest to out- 
side groups by our references—constant, 
continual, unceasing—to ourselves as 
“girls”? To our bosses, “women” depicts 
mature-minded, intelligent females. 
“Girls” suggests a playful group of 
youngsters. 


The “girls” who come in to do the 
domestic cleaning, “les filles” of France 
(without the qualifying “jeunes”), the 
“girls” in the sixth grade, with control 
as yet unlearned, character as yet un- 
formed—these are not the pictures NSA 
wants to paint of its members. To refer 
to ourselves as “girls” prints deeper 
that picture of the lipsticked, over- 
dressed, gum-chewing “secretary,” even 
as we strive to eradicate it by our other 
words and acts. 


Let’s bottle up this girlishness. Let's 
be proud God made us women. Let’s be 
proud we made ourselves secretaries, 
with His help. Let’s elevate the profes- 
sion. Let's grow up into the women we 
are, and let’s proudly call ourselves — 
women. 
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A woman’s world? 


Of course it is! And judging by the 
number of smart secretaries packing 
their bags and taking off to see it, it is 
a mighty fascinating one. 


Women are ideal travelers. They have 
a natural curiosity about people, things 
and places. They have the ability to 
absorb new ideas and to bring back 
from the shortest trip a thought, a con- 
viction or a new approach to an old 
problem that more than pays for the 
trip. 

But trips do not just happen, as all 
women know. Somebody plans them. 
The best planner is the woman herself. 
Then, if everything goes perfectly, she 
can pat herself on the back. If things 
go a bit awry, she can scold only herself. 

Today, however, the woman has a 
score of people in the transportation 
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by Nora West 
Women’s Travel Advisor 
Northwest Orient Airlines 


business eager to give her a helping 
hand. The final decisions are up to her, 
but she can make use of their wealth of 
experience and information. 

To have a happy ending, a trip must 
get off to a good start. Choosing the 
vacation area is important. If you want 
a restful “two weeks with”, do not go 
to a flashy resort. If you want a gay 
whirl, do not retreat to a quiet fishing 
resort. Decide what you are after, then 
with the advice of a travel agent in 
your hometown, or a representative of 
your favorite airline, and after looking 
over folders, select the spot. 

Bone up a little on the area you are 
going to visit. You will appreciate it 
more. Maybe you are going to New 
York. Get a few books from the library 
and find out what has been going on in 
Manhattan since Indian days. Maybe you 
are going to Alaska. Do they still pan 
for gold there? Hawaii? You will find 
many easy-to-read travel books about it. 
And if Europe or the Orient are your 
goal, invest in one or two of the guide- 
books to those areas. 

This reading will not make you an 
authority. It is not meant to. It is just 
meant to give you a little intelligent 
background so you will appreciate your 
sightseeing all the more. 

Luggage and clothing do not present 
the problem they did a few years ago. 
We have learned how to use accessories, 
such as jewelry and scarves, to change 
the appearance of one simple dress. 

We have the advantage of all the 








wonderful new fabrics that are light in 
weight, non-crushable, inexpensive and 
adaptable. You can travel around the 
world with one good-size bag and a 
streamlined overnight case. All you need 
is a little imagination. Choosing a basic 
color, like black, blue or brown, you just 
start with a simple suit and coat, add one 
or two practical, but smart dresses, per- 
haps a sweater and skirt and a dress 
which, with jacket or bolero or stole, 
can be changed from afternoon dress to 
cocktail dress to dinner dress to dancing 
dress. Those accessories do the trick! 

You need comfortable shoes for sight- 
seeing, “heels” for other occasions and 
one pair for “special events”. 


You will find that more and more 
traveling ladies dispense with hats and 
just substitute veiling, or flowers or 
crushable velvet berets. You can make 
your own “travel hat” easily by using 
a wide piece of velvet ribbon and fash- 
ioning a pretty bow that can be held 
securely with bobbie pins. Or take a 
look at your local hat bar. The designers 
are not forgetting the traveling ladies 
and they are coming up with some 
smart little numbers that take up 
scarcely any room in your bag. A big 
handbag is an essential. Take a smaller 
flat one for dress. 


A word of warning: travel lightly. 
Experience has proven that we usually 
take more clothing than we need. And 
remember, you will be moving about 
from place to place, so your things will 
be new to the people you meet. Unless 
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you are going to some extremely remote 
place, take just enough hose, and lingerie 
for your immediate need. You always 
can buy extras if an emergency arises. 

Do not burden yourself with heavy 
jars of cosmetics. Visit your favorite 
cosmetic counter and have the clerk 
show you the lightweight plastic con- 
tainers. And take just a minimum of any 
one item. You will always be near a 
handy drugstore! Do not bother taking 
medicine that you can buy along the 
way. It is heavy. But if you are “on 
prescription,” do take a sufficient supply 
or it can get awkward. If you need to 
wear glasses, it is a good idea to take 
a second pair along. That goes for sun- 
glasses, if they are a special kind. 

Be sure you have your reservations 
confirmed. There is nothing worse than 
to arrive at your destination and find 
that the hotel you thought would be 
waiting with open arms has never re- 
ceived your letter. Through your travel 
agent or by yourself, make reservations 
well in advance. Be sure you take the 
confirming reply with you. And do not 
think you have to have the most expen- 
sive room in the hotel to have a good 
time. Ask for a moderately-priced room. 
That is all you need. Save the extra 
money for shopping or eating. 

Eating? It is one of the joys of any 
trip. Leave your calorie-counter at home 
and let yourself go. Again, at your local 
library, you can get the names of good 
dining spots in any city. Or ask the 
travel agent. Ask friends who have 
covered your itinerary. 

Souvenir shopping also is one of the 
highlights of any trip. But do use a 
little caution! Too many attics and 
summer cottages are filled with gim- 
cracks picked up hastily. Buy something 
typical of the area, but avoid “tourisity” 
things. Before you buy, decide how you 
will use the article at home. If you are 
stumped, leave it on the counter. If you 
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At left, Margaret Knopp, treasurer of Minneapolis 
ra Chapter (Minnesota), poses in Hawaiian attire. 
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have a hobby, by all means add to it 
as you travel. Go to reputable stores. 
Do not think you have to shop for all 
your friends. This is time-consuming 
and expensive. They will settle for a 
picture postcard. 

Keep an open mind when you travel. 
Remember, you are a representative of 
your community, your profession and, if 
you are overseas, of your country. Do not 
expect things to be just as they are at 
home. It would not be much fun if they 
were. Enjoy the “different”. 

Do not gripe. There is nothing more 
unattractive than a complaining woman 
tourist. If there is a mixup of any kind, 
laugh it off. 

Do not be afraid to be “stuck” with 
older people. You will find them de- 
lightful companions. Most of them have 
traveled much more than you, and you 
will find they can give you some good 
tips. 

Do not hesitate to take a trip alone. 
Many women feel they will be self- 
conscious or lonesome. Just the opposite! 
The world today is used to seeing 
women away from home, conducting 
themselves like ladies, and making 
friends. The woman alone will find she 


is usually asked to join another couple or 
a group for sightseeing or for lunch or 
dinner. And if you find yourself alone 
in the evening, you can sign up for 
local sightseeing trips where you will 
be with others like yourself. But do not 
feel self-conscious. You can dine any- 
where by yourself. You even can go to 
the theater alone in a strange, foreign 
city. 

Do not forget to repay kindness, 
however. If a nice couple has included 
you in their sightseeing, invite them 
to lunch, or see that a gift is delivered 
to their room. 


And what will your trip cost you? 
Find out before you start. Then get 
most of your money in travel checks to 
prevent loss. Keep a diary and an 
accounting of what you spend each day 
and for what. It will come in handy 
when your friends question you about 
hotel costs, the price of meals in certain 
restaurants, or taxi fares. Tip according 
to local standards. Today, it is about 
fifteen percent almost everywhere. 


Ready to go? Then close that desk, 
say goodby to the boss, pack your bag 
and take off! 
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OFFICE ADMINISTRATORS 


(Cont. from Page 10) 


has been fully and completely performed 
by all the parties to the contract. 


An “executory” contract is one that 
has not been performed by either party, 
that is, under its terms, performance is 
to take place at some future time. 


A “bilateral” contract is one in which 
the parties exchanged mutual promises, 
that is, the promises were reciprocal. 
There is an exchange of a promise for 
an act—the offeror promises an act or 
forebearance for an act on the part of 
the offeree. 


A “void” contract is one that has no 
legal effect, that is, one the court will 
not enforce. 


A “voidable” contract is one that has 
full legal effect as to one of the parties, 
but is not enforceable against the other 
party against his will. 

An “unenforceable” contract is one 
that meets the four requirements or 
essentials of a valid contract but, for 
some reason, may not be enforced by 
the court. 


Thus, a contract arises out of a volun- 
tary agreement between the parties. The 
obligations imposed by the contract are 
“self-imposed” since the parties “freely” 
entered into the contract. 


A legal, enforceable contract consists 
of the following elements: 

1. MUTUAL ASSENT. This involves 
an offer, a communication of the offer, 
an acceptance of the terms of the offer, 
and, a communication of the accept- 
ance. Sometimes the courts say that 
mutual assent means a “meeting of 
minds.’’ And, this ‘‘meeting of 
minds” must be voluntarily arrived at. 
That is, the bargain or agreement be- 
tween you and the other party must not 
have resulted from fraud, duress, undue 
influence, or mistake. 

2. CAPACITY TO CONTRACT. The 
contracting parties (you and the other 
person) must have a legal capacity to 
contract. If you and the other party have 
no such capacity, a contract will not 
result even though mutual assent exists. 
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3. CONSIDERATION. There must 
be “legal” consideration in every agree- 
ment, if a contract is to result. Every 
contract is an agreement, but not every 
agreement is a contract. We make many 
agreements daily. The reason for this is 
that many agreements do not create legal 
obligations. For example, an agreement 
to attend an office managers’ convention 
on electronic computers with someone 
is an agreement, but it is not a contract. 
The agreement does not create a legal 
obligation. It creates only a social obli- 
gation. The reason why the agreement 
does not contain legal obligation—and 
hence, a contract—is that it does not 
contain what is known as consideration. 


While people often think that con- 
sideration means the giving or payment 
of money, this is not true. The payment 
of money will constitute “valuable” con- 
sideration, but this is not the only 
method of giving consideration. “Legal” 
consideration is found in the mutual 
promises of the parties if they surrender 
a legal right by making the promise. 


For illustration, A and B have an 
automobile accident and the negligence 
of A was the cause of the accident. B 
threatens to sue A. So, A says that if B 
will not file suit he will pay B for the 
damages done to his car. B agrees and 
does not file suit. Later for some reason 
A refuses to pay B, as promised. In such 
a case consideration is found in the 
mutual promises of A and B. That is, B 
purchased A’s promise to pay by agree- 
ment not to sue A. B gave up a legal 
right because he had a legal right to sue 
A in a court of law. 


4. LEGALITY OF SUBJECT MAT- 
TER. Even though the minds of the 
parties have met, the parties have legal 
capacity to contract, and consideration 
exists, still a contract will not arise un- 
less the final element—legality of sub- 
ject matter—is met. 


Let’s take a simple illustration to 
clarify this. A promises B $100 if he 
will assault J. B agrees to do so and 
actually assaults J. Then B sues A for 
$100, alleging a contract not fulfilled. 





B cannot collect since the “objective” 
or the “subject matter” of the agreement, 
a crime, is illegal. 


If all four of the foregoing element 
exist, a contract exists. 


Not all contracts can be enforced. The 
reason for this is that the law provides 
that “certain” types of contracts must 
be in “writing” to be enforceable. For 
instance, the following types of con- 
tracts must be in “writing” to be en- 
forceable: 


1. Contracts of executors and ad- 
ministrators who become personally 
bound for the debts of the estates that 
they are administering. 


2. Contracts in consideration of mar- 
riage, such as pre-nuptial agreements. 


3. Contracts to answer for the debt, 
default, or miscarriage of another. For 
example, A tells B to sell a posture 
chair to C’s stenographer and agrees that 
if C does not pay he (A) will pay the 
bill. This promise of A’s must be in 
writing to be enforced. 


4. Contracts involving the sale of real 
estate. 


5. Agreements that may not under 
their terms, be performed personally 
within one year. For example, if A orally 
agrees to employ B as a secretary, on 
January 1, 1956, work to start on Janu- 
ary 5, 1957, neither party could enforce 
the agreement, because it could not be 
performed within one year from the date 
it was made; and, 


6. Agreements to sell personal prop- 
erty above a certain amount, usually 
$50.00 unless there has been part pay- 
ment or part delivery. 


Now you can clearly see that, in order 
to make an office business contract, cer- 
tain legal tests must be met. In short, 
there must be mutual agreement be- 
tween the parties, voluntarily arrived at. 


If, however, disagreement arises, and 
the controversy goes to court, the court 
will have to decide whether or not a 
contract actually exists, and, if a con- 
tract does exist, what the rights and 
duties of the parties are under the con- 
tract. 
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Your office business contracts may 
be discharged by performance, agree- 

ent of the parties, impossibility of per- 
ormance and by operation of law. 

Obviously, a breach of an office busi- 
ness contract by one of the parties gives 
the other party a right of action for 
damages and, under certain circum- 
stances, will discharge him from further 
duty to perform, under the contract. 


Obviously, you should keep a copy 
of every office business contract you 
sign. Without a genuine copy, you may 
have a difficult time proving what the 
agreement or contract said when you 
signed it. 

Before you enter into any office busi- 
ness contract you should be sure that 
it is entirely clear and understandable. 
It should contain all the details which 
are intended to govern the transaction. 


The moral to all this is: Don’t make 
office business contracts unless you are 
willing to assume the outcome, and 
don’t sign any contracts unless you know 

recisely what you are signing up for. 

o be absolutely safe, have all your 
office business contracts examined by 
a competent attorney. In so doing you 
will be better able to handle your office 
management matters more efficiently 
and economically without racking your 
brains about the legal pitfalls surround- 


ing contracts. 





All district and regional meetings 


completed as of November 10. 


International Convention 


* Time: July 16, 19 


Place: Minneapolis, Minnesota 
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(We invite your questions for this new feature. They will be answered by our management 


consultants, without divulging your name.) 


QUESTION: “An employee in my 
department is frequently late in the 
mornings. Not extremely late, but 
just a little bit late. Her action is 
going to cause resentment among 
other employees soon, yet the em- 
ployee is a valuable worker. How 
can I correct this tardiness problem 
and at the same time maintain her 
interest and enthusiasm?” 

ANSWER: This would be a simple 
problem to solve for one who was not 
concerned with good human relations. 
In such a case you would simply say to 
the worker: “Look, friend; we start at 
8:30. If you aren’t here from now on 
at 8:30, someone else will be at your 
desk when you do come in.” 

This might solve the tardiness prob- 
lem. It certainly would dampen (or 
wreck) the employee's enthusiasm, even 
though the criticisms were justified. 


Let’s try to meet the situation another 
way. Let’s praise the employee for what 
we want her to do. Let’s pick a day 
when she happens to be on time, or 
very close to on time, and then compli- 
ment her for her punctuality. Explain 
how important promptness is to a busi- 
ness organization, where the work of 
-veryone must wait on the work of 
everyone else. Tell her how pleased you 
are to see that she is dropping her bad 
habit of tardiness and acquiring the 
good habit of being on time. 


Give her a good reputation to live up 
to, and she very probably will live up 
to it. We become what we believe our- 
selves to be. And we usually see our- 
selves as others see us. So by showing 
her that you have faith in her ability 
to be punctual, you give her both a goal 
and an assurance of moral support. She 
then has an incentive to increase her 
own feeling of importance by success- 


fully being the person you believe her 
to be. 

It is a technique that is well worth 
a try. 

QUESTION: “A girl in my de- 
partment does not have a desirable 
attitude. She seems sulky most of the 
time. I have reprimanded her re- 
peatedly for this poor attitude, but 
she does not change. Should I repri- 
mand her more harshly?” 

ANSWER: I suggest that you give 
the reprimands a rest. Repeated repri- 
mands are very much like a housewife’s 
nagging; after a while only two things 
can happen: you ignore the nagging, or 
you hunt up a lawyer and find out the 
fare to Reno. 

Nagging belittles an individual's dig- 
nity. Belittling always breeds resent- 
ment. In other words, nagging to cor- 
rect a fault simply builds other faults, 
and these in turn build yet others. 

Try this. Talk with the girl privately. 
Be friendly, be interested. Invite her to 
discuss with you any problems about 
which she may be worrying. See if you 
can discover the underlying reason for 
the sulkiness. Perhaps she feels that she 
has been unfairly passed over for pro- 
motion. Perhaps she feels that her abili- 
ties are not being recognized. 

Few people are sulky from choice. It 
is not a comfortable, happy way to be, 
and most of us prefer to be comfortable 
and happy. There is some reason why 
your employee is not on the beam. As 
a leader, your job is to (1) Discover 
the true cause; (2) Evaluate the cause 
to see what the real facts are; (3) Reach 
an understanding acceptable to both of 
you. 

And remember this: Look at the facts 
with a fresh eye. She MIGHT have a 
real reason for her attitude. If so, a 
sound adjustment will benefit her, you 
—and the firm. 
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PAST PRESIDENTS 


(Cont. from Page 8) 


in any personalities, nor has it any in- 
tention of “trying to run the chapter”. 
The members of Tire Town Chapter 
realize this and the committee enjoys 
the confidence and support of the mem- 
bers of the chapter. 

Margaret Rebel was the first presi- 
dent of Tire Town Chapter. She has not 
been a resident of Akron, however, for 
many years and therefore is not a mem- 
ber of the Past Presidents Committee. 
The members of the Committee in order 
of their terms of office are: 


Mrs. Suzanne W. Hoover 1947-48 
Mrs. Mildred Bell Avery 1948-49 
Mrs. Lilyan Miller 1949-50 


Lillian Brenner 1950-51, 1951-52 
Mrs. Ruth Duncan 1952-53, 1953-54 


Mrs. Margaret Casto 1954-55 
Helen Gaylord (CPS) 1955-56 
Mrs. Guyldia Kocsis 1956-57 


At the first meeting of the commit- 
tee on May 29, 1956, it was decided 
that each past president should serve as 
chairman of the committee in the order 
in which she had served her term as 
president. Mrs. Suzanne Hoover was 
made the first chairman of the newly 
created committee; Mrs. Margaret Casto 
was appointed secretary. It was sug- 
gested that the immediate past presi- 
dent, who was, according to our by- 
laws, a member of the Executive Com- 
mittee and the Board of Directors in 
an advisory capacity only, act as the 
liaison member of the Past Presidents 
Committee who would take the actions 
of the committee to the Executive Com- 
mittee and/or the board and bring the 
questions or problems of the chapter 
from the Executive Committee and/or 
board to the Past Presidents Committee. 
The first such member was Helen Gay- 
lord. 


This committee at its first meeting 
made fourteen recommendations to the 
Executive Committee which it felt 
would bring about more effective func- 
tioning of committees and thus of the 
chapter. The majority of these recom- 
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mendations have been adopted by the 
chapter. 

The committee met with the board 
during that first year at the latter's re- 
quest to advise and make further sug- 
gestions. 

There were two orientation meetings 
during the first year, at which new 
members were briefed as to their re- 
sponsibilities and the advantages of be- 
longing to NSA. 


On June 21, 1957, the Past Presidents 
Committee elected me its new chairman 
for 1957-58; Helen Gaylord its secre- 
tary, and Mrs. Guyldia Kocsis its liaison 
member. The committee, among other 
things, submitted four recommendations 
to the Executive Committee of the chap- 
ter. It is now preparing for the first 
orientation meeting of the year. 


The number of times this committee 
meets each year depends a great deal 
upon the chapter president and its Ex- 
ecutive Committee and/or board, the 
Association and divisional matters, and 
the problems within the chapter. 


The Past Presidents Committee has 
been very helpful since its creation in 
the orientation program that has been 
set up for new members. Orientation 
meetings are held, following the initia- 
tion of new members, at the chapter's 
headquarters, or in the homes of the 
past presidents. Informality is the key- 
note of these meetings where much in- 
formation is passed on to the new mem- 
bers. Refreshments are served after a 
thorough explanation of pertinent sub- 
jects, and the new members are encour- 
aged to enter into discussion and to ask 
questions. It has been found that by hav- 
ing these orientation meetings with the 
past presidents, the president then in 
office, and the membership chairman, 
the new members present develop a 
more personal relationship and en- 
thusiasm for NSA. In fact, some of the 
older members have asked that the Past 
Presidents Committee conduct such a 
meeting once a year for the benefit of 
the whole chapter. 


Subjects presented in these meetings 
are: 


History of NSA and of Tire Town 
Chapter, given by Mrs. Ruth Duncan. 


She points out that Tire Town has fort 
four charter members still in the rank 
and has a well established place in th 
community. 


Constitution, By-Laws and Standing 
Rules, which I present, includes the ob- 
jects of the chapter, qualifications for 
membership, and how one may bring 
into the chapter a secretary friend, the 
importance of payment of dues prior to 
due date, questionable conduct, the 
various committees in which they may 
be interested, privilege of bringing 
guests to open chapter meetings. In 
other words, I emphasize that they 
should know the rules which govern 
them as members of the chapter. 


Community Service is presented by 
Mrs. Margaret Casto. She tells of the 
work the chapter has done the past nine 
years for the Summit County Tubercu- 
losis Association in addressing envelopes 
for the annual Christmas Seal campaign. 
She also tells of our work in the Chil- 


the letters we have typed for the pas 


dren’s Hospital Building Fund = | 
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several years in connection with other 


deserving fund-raising projects in the 
city, all of which strengthens the public 
relations of the chapter in the com- 
munity. On September 30 the chapter 
won an honorable mention from the 
Akron Beacon Journal in its contest 
awards to women’s organizations for 
community service, based primarily on 
its work for the Summit County Tuber- 
culosis Association and its willingness 
to serve other charitable associations in 
the community in a like manner. 


Scholarship Program is given by Mrs. 
Guyldia Kocsis, wherein she tells of the 
work of the chapter in raising money 
for the annual scholarship at the Uni- 
versity of Akron, to be known as the 
Louise Gamble Memorial Scholarship. 
The chapter will also grant any other 
scholarship which shall have been rec- 
ommended after consideration by the 


Scholarship Committee, and thereafter ge 
presented to the membership for »® xe 
proval. : 
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Career Day Sponsored by Summit County Schools is 
explained by Lillian Brenner when she points out that 
areer Day each year is intended to give students up-to- 
ate information on office procedures from a practical 
standpoint. It is assumed they are soundly grounded in 
theory and we try on this Career Day to give them the 
practical information which will aid them in their search 
for a position after graduation. We make suggestions 
about proper office conduct, good grooming, and oppor- 
tunities for advancement. A number of our members go 
to schools all through the county to make these talks. 


Counseling Service also is explained by Lillian Brenner. 
This service is a course of instruction to aspiring high 
school seniors who will be starting on stenographic 
careers the next year. We try to cover one night a month 
during a one-and-a-half-hour period office ethics and 
etiquette, telphone technique, personality development and 
good grooming, techniques of dictation and transcription, 
handling of mail, and the secretary as a receptionist. These 
students are taken into a different type office for each 


monthly meeting. 


Certified Professional Secretary is presented by Helen 
Gaylord, herself a CPS. She brings out the purpose of 
CPS as defined in our Association by-laws; the qualifica- 
ions that must be met by CPS candidates; the six parts 
of the examination; and the advantages of a CPS rating. 
She tells the new members that they should not fear a 
CPS examination—that it is a challenge. 


Advantages of the Chapters Health and Accident 
Insurance ate explained by Mrs. Suzanne Woover. We 
have a very fine program of hospitalization and weekly 
compensation for time lost from work. This is particularly 
sought after by the girls who work in small offices or 
those who wish to supplement the program they have 
with the large firms by which they are employed. 


Association Home Project is the subject given by Mrs. 
Lilyan Miller. Among other things, she tells of the ways 
in which money has been raised toward this end to 
supplement the $1.00 of the Association dues for the 


Home Fund. 


Tire Town Chapter believes that other chapters could 
benefit by its experience with this Past Presidents Com- 
mittee. It must be emphasized, however, that this com- 
mittee in no way should usurp the powers of the officers 
and the board members, and should at all times serve 
only the best interests of the chapter. 
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for type that sparkles 
like MEW 


Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo In sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
69¢ at all stationers 






















and typewriter dealers 





Don't Forget.... 


Let the postman know your 
new address when you move 
and notify NSA Headquarters 
also. That way you will be 
sure of getting every copy of 
The Secretary. 














OH. TO BE BACK 
AT MY 
TYPEWRITER 





Yes, and think of all the pleasurable mo- 
ments that she’s missing by not using the 
best in typewriter papers—SPHINX ... 


A PAPER FOR EVERY 
OFFICE USE! 











SAXON PAPER sin vedelendaian liebe es: 


240 WEST |8th STREET + NEW YORE 








DIRECTORY CHANGES 


Duneland Chapter 

Gary, Indiana 

Treasurer, Miss Bernice Bamberg 
205 Ellsworth Street 

Gary, Indiana 


Skokie Valley Chapter 

Skokie, Illinois 

Treasurer, Mrs. Vivian Anderson 
9042 North Lamon Avenue 
Skokie, Illinois 


Valley of the Sun Chapter 
Phoenix, Arizona 

President, Mrs. LaVerne Arrowood 
212 Mohave Way 

Scottsdale, Arizona 


Queen Anne Chapter 

Suffolk County, New York 
Recording Secretary, Janet Mott 
47 Lincoln Street 

Babylon, New York 


Anniston Chapter 

Anniston, Alabama 
President, Mrs. Nell B. Landt 
Route 1, Box 104 
Jacksonville, Alabama 


Jacksonville Chapter 
Jacksonville, Florida 
Treasurer, Mrs. Theresa Anderson 
1754 San Marco Boulevard, Apt. 3 
Jacksonville, Florida 


Montreal Chapter 

Montreal, Canada 

Corresponding Secretary, 
Jacqueline Prevost 

P. O. Box 55 

Snowdon Station 

Montreal, Canada 


Recording Secretary, 

Mrs. Margaret S. Laven 
5145 Cote St., Luc Rd., Apt. 19 
Montreal, Quebec, Canada 


St. Catharines Chapter 
St. Catharines, Ontario, Canada 
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Treasurer, Ida Magness 

c/o Welland Vale Manufacturing 
Co., Ltd. 

Welland Vale Road 

St. Catharines, Ontario, Canada 
(Correct Address ) 


Desk Set Chapter 
Corpus Christi, Texas 


President, Mrs. Dorothy Andrews 
717 Ralston Avenue 

Corpus Christi, Texas 

Vice President, Mrs. Ruth Bryant 
652 Robinson Street 

Corpus Christi, Texas 


Ee-Dah-How Chapter 
Idaho Falls, Idaho 
Treasurer, Mrs. Ida Carroll 
1050 Canal Avenue 

Idaho Falls, Idaho 


Amanuenses Chapter 
Eugene, Oregon 

President, Mrs. Marie Stuart 
2437 Harris Place 

Eugene, Oregon 


Vice President, Beverly B. Smith 
2158 “K” Street 
Springfield, Oregon 


Corresponding Secretary, 
Lillian Fetters 

1585 Oak Patch Road 

Eugene, Oregon 


Recording Secretary, 
Marjorie Jackson 
1272 Willamette Street 

Eugene, Oregon 





Treasurer, E, Myrle Johnson 

694 West 4th Street 

Eugene, Oregon : 

Frankfort Chapter 
Frankfort, Kentucky 

Treasurer, Mrs. Ann Waits 


30 Clover Drive 
Frankfort, Kentucky 


Heart of the Nation Chapter 
Terre Haute, Indiana 


Treasurer, Mrs. Helen Henderson 
318 Park Street 
Terre Haute, Indiana 


Kalamazoo Chapter 
Kalamazoo, Michigan 


President, Mrs. Juanita A. Powell 
1117 Clearview Street 
Kalamazoo, Michigan 
Corresponding Secretary, 

Mrs. Geraldine Johnson 
1016 Cambridge Drive 
Kalamazoo, Michigan 


Quarry Chapter 
St. Cloud, Minnesota 


President, Antoinette Dorenkempe ’ & 
825 South 15th Avenue 

St. Cloud, Minnesota 

Vice President, Mrs. Virginia Subra 
320 South First Street 

St. Cloud, Minnesota 

Secretary, Mary Ann Seibert 

729 North Sixth Avenue 

St. Cloud, Minnesota 

Treasurer, Cecelia Hillenbrand 

27 South 16th Avenue 

St. Cloud, Minnesota 














2 
SCHEDULE OF THE 1958 CPS EXAMINATIONS 
Section | Personal Adjustment 
and Human Relations........ May 2 at 2:30 p.m. 3 
Section Il Business Law ...................... May 3 at 4:30 p.m. 
Section Ill Business Administration......May 3 at 2:20 p.m. 
Section IV Secretarial Accounting ......May 2 at 10:30 a.m. 
Section VA Secretarial Performance....May 3 at 8:30 a.m. 
Section VB English Usage .................... May 3 at 1:15 p.m. 
Section VI Secretarial Procedures .....May 2 at 8:30 a.m. 
Typewriter Check-up.......... May 2 at 2:00 p.m. 4. 
Notice: The dates of May 4 and 5 reported last month 
are incorrect. Correct dates are May 2 and 3. 
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POLICIES AND PROCEDURES 


TO BE FOLLOWED IN SUBMITTING 
MATERIAL FOR THE SECRETARY 


te following policies and proced- 
ures have been established in the interest 
of uniformity in the submission of news 
releases by members and the chapter re- 
porters to the district reporters and, in 
turn, by them to the Editor of THE 
SECRETARY. 


These instructions replace any pre- 
vious instructions concerning submis- 
sion of material. 


General 


District news, as it has been termed 
in the past, will not be presented as a 
olumn from each district. More empha- 
e will be placed on the unusual and 
nportant chapter activities, with fea- 
ture stories and photos instead of small 
news items. 


1. Indicate the name of the city and 
state (in parentheses) in which a 
chapter is located. If chapter name 
is the same as the city, omit repeat- 
ing it and indicate the name of the 
state only in parentheses. Do not 
abbreviate the names of states. 


2. Eliminate “Miss” but not “Mrs.”. 
This will set the pattern of inference 
that a person without a title is 
“Miss”. 

When referring to The National 
Secretaries Association (Interna- 
tional) or the Certified Professional 
Secretary Program in the news, use 
either NSA (eliminating periods be- 
tween the letters) or CPS (eliminat- 
ing periods between the letters). 


We 


4. Remember when submitting ma- 
terial for publication that many ac- 
tivities being reported will have al- 
ready taken place when the maga- 
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zine is released. This calls for atten- 
tion to the use of the proper tense. 


5. All material should be submitted on 
sheets 814 x 11, typed double-spaced, 
35 characters to a line. All news 
should be carefully checked for 
names and spelling. 


6. All material regarding NSA activi- 
ties must be submitted through dis- 
trict reporters. Chapter reporters 
should furnish carbon copies to their 
respective chapter presidents so that 
the president may check on correct- 
ness and also be cognizant of the job 
being done by the chapter reporter. 

7. Publication of material must be left 
to the discretion of the editor with 
regard to space available and timeli- 
ness of material submitted. 

8. The editor reserves the right to edit 
all material. 

9. Capitalize all titles when preceding 
the name. Do not capitalize when 
titles follow the name. 

10.Do not include items regarding 
birthdays, engagements, weddings, 
etc. These are of interest to the local 
chapter and, of course, appear in 
chapter bulletins. Do not submit a 
report of your monthly meeting. 


Special Feature Articles 


Special feature articles may be sub- 
mitted directly to the editor, by a mem- 
ber or a chapter reporter, but for in- 
formational purposes, a copy should be 
sent to the respective district reporter. 


Photographs 


1. Photographs should be sharp and 
clear glossy prints and may be 4x5 
or larger. 

2. Photographs must be identified on a 


typewritten sheet which must be at- 
tached to the photograph with cello- 
phane tape preferably. Paper clips 
and rubber bands often mark the 
photograph, making it unusable. 
Photographs should be wrapped in 
cardboard and properly marked for 
mailing. 

3. Photos of chapter installations and 
chapter officer installations will no 
longer be used. In our growing As- 
sociation it is impossible to use all 
such photos submitted, therefore we 
shall use none. 


4. Photographs must be listed on a 
separate sheet and attached to any 
accompanying material. 


5. It is urged that photographs of un- 
usual and interesting events be sub- 
mitted, particularly “International” 
events. 

6. Consideration should be given to the 
proper type of background for 
photographs. Avoid line-up poses 
and crowded pictures. 

7. The final selection of pictures for 
publication must be worked out by 
the editor in consultation with the 
publisher’s layout artist. 


Deadlines 

Deadline for material to be submitted 
to district reporters is the 25th of the 
month. 

Thus, material reaching the district 
reporter by the 25th of the month must 
be in the hands of the editor no later 
than the Sth of the month preceding 
month of issue in order to appear in a 
specified issue of the magazine. This 
will be rigidly observed to preserve 
timeliness. Try to keep material as cur- 
rent as possible, 
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E WHAT YOU SHOULD KNOW ABOUT CANCER ! 
THE SEVEN DANGER SIGNATS 
i Ask for your copy } 
CANCER CAW BE CUR 
lf CAUGHT IM TIME 


SURGERY X-R 
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(Great Lakes District) 


Information concerning progress in cancer fight is mailed to physicians 
regularly by volunteers from Wings Chapter, (Dayton, Ohio). Volunteers 
include Julia Robertson (standing), Phyllis Senseman (left) and Rose- 
zella Rhodes (right). 


m.& 
- 





(Southwestern District) 


Fashion and good grooming, those perenially interesting topics, were 
spotlighted by Valley of the Sun Chapter (Phoenix, Arizona) with an 
Executive Wives Luncheon and Fashion Show. 

Here, Mrs. LaVerne Arrowood, chapter president; Helen Ross, owner 
of Flair Modeling Agency; and Mrs. Stanley Decovich, chapter vice presi- 
dent and social chairman, pose for the photographer at the event. 
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MEMBERS 
IN 
THE 
NEWS 


The French have a word for it, “esprit 
de corps.” As you know, it is a way of 
saying that a group works together en- 
thusiastically, harmoniously and devoted- 
ly for a common purpose. Wings Chap- 
ter (Dayton, Ohio) is an outstanding 
example of NSA esprit’ de corps. 


Members, through the chapter's civic 
committee, do volunteer work at several 
Dayton Health Agencies. Among these 
is the American Cancer Society, Mont- 
gomery County Unit. Volunteers work 
three to four hours, three Wednesdays 
each month. They assist in every way 
during their annual campaigns of fungi 
raising; help in general every day mx | 
work; prepare surgical dressings and 
help to prepare the quarterly medical 
mailings. Several members work on 
these during the day in their homes, in 
addition to evening hours given in the 
Cancer offices. 


The chapter sponsored a charity 
dance, the entire proceeds of which were 
turned over to the Unit in Dayton for its 
own use. To date, in less than three 
years, members have volunteered 55714 
hours to Cancer alone. 


Although their work is appreciated by 
all the agencies, the American Cancer 
Society gave them formal recognition. 
Miss Keys, the Executive Secretary held 
a reception in their honor, at that time 
awarding the chapter a Recognition of 
Achievement, and individual pins, silver 
and rhinestone cancer swords, to ten 


members for outstanding number e& € 


hours contributed. 
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SOME SPECIALLY GOOD RECIPES 
Gor YOUR THANKSGIVING DINNER 


Bus working girl needs a reper- 
toire of recipes that can be prepared 
ahead of time for company meals. As 
Thanksgiving approaches, and you think 
about inviting guests for dinner, con- 
sider these make-ahead delicacies. 


They are particularly appropriate for 
your Thanksgiving dinner, because the 
salads are light, but elegant, and the 
pies are the kind of dessert that is tra- 
ditional for Thanksgiving. Even if you 
don’t plan a big meal on Turkey Day, 
any one of these recipes will give a lift 
to your repast. They can be prepared the 
night before, leaving you free to attend 
to the other details of the dinner on 
Thanksgiving Day. 


RHUBARB SALAD 
1 package frozen rhubarb or 
3 cups fresh rhubarb 
= Ys cup sugar 
44 cup water 
package strawberry gelatine 
\4 cup seedless raisins 
1 cup celery, cut fine 
4 cup cold water — 
1 teaspoon grated lemon rind 
Cook rhubarb in syrup of sugar and 
water four minutes. Remove from heat. 
Add gelatine to rhubarb and let dissolve. 
Rinse raisins ahead of time in hot water 
and let stand to get plump. Add celery, 
cold water, and grated lemon rind. Pour 
in large or individual molds and let con- 
geal. (In the summertime, seedless 
grapes may be used insead of raisins). 
Serves six. 


JELLIED CUCUMBER RING 
1 envelope plus 12 teaspoon 
unflavored gelatine 
'4 cup cold water 
Y4 cup hot water 


e 4 cup cider vinegar 


1 tablespoon lemon juice 
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2 to 4 tablespoons sugar 
V4 teaspoon salt 
2 or 3 drops green food coloring 
1 large cucumber 
Tomato wedges 


Add gelatine to cold water; let stand a 
few minutes; then add hot water and 
stir until dissolved. Add vinegar, lemon 
juice, sugar, salt and enough food color- 
ing to make liquid a delicate green. Cool 
until mixture begins to jell. While it 
is cooling, lightly oil one-quart bowl or 
casserole. Wash and pare cucumber. 
Flute surface by drawing tines of sharp 
fork down length of cucumber. Cut 12 
to 16 thin (¥%” thick), even slices; 
then dice remainder fairly fine. There 
should be about one cup. Arrange fluted 
cucumber slices around outer rim of 
bottom and on sides of casserole. Fold 
diced cucumber into thickened gelatine; 
pour carefully into mold, and chill until 
firm. When ready to serve, loosen edges 
with tip of knife, and invert on cold 
plate. With a spoon dipped in warm 
water, hollow out center to make a 
ring, with plenty of space in center to 
hold mixed greens. Garnish outer edge 
of ring with tomato wedges and frilly 
lettuce. Makes 2 or 3 servings and can 
be doubled for a larger family. 


AVOCADO ASPIC 


Soften 1 envelope unflavored gelatine 
in a very little cold water, add 1 cup 
boiling water, stir until gelatine dis- 
solves and add 2 tablespoons lemon 
juice, 1 teaspoon salt and 2 teaspoons 
sugar. Allow to cool while you cut 1 
large or 114 medium ripe avocado pears 
into quite small pieces. Add avocado to 
gelatine mixture and pour into custard 
cups or molds which have been rubbed 
with salad oil. Will fill 4 large or 6 
small custard cups. 





CHOCOLATE CHIFFON PIE 


2 l-ounce squares unsweetened 
chocolate, grated 
4 cup hot double-strength coffee 
tablespoon (1 envelope) 
unflavored gelatine 
Y4 cup cold water 
3 egg yolks 
Y4 cup sugar 
4 teaspoon vanilla 
Yy cup sugar 
3 stiff-beaten egg whites 
1 9-inch baked pastry shell 


— 


Melt chocolate in hot coffee (quickest 
way to make it is with soluble coffee). 
Add gelatine softened in cold water; stir 
until gelatine dissolves. Add egg yolks 
beaten light with 4 cup sugar. Add salt 
and vanilla; cool. Beat remaining 2 cup 
sugar into egg whites. Fold into choco- 
late mixture; pour into cooled baked 
shell. Chill until firm. Top with whipped 
cream. 


PUMPKIN-PECAN PIE 


1 cup brown sugar 
4 tablespoons flour 
1 teaspoon cinnamon 
4 teaspoon cloves 
Yy teaspoon ginger 
4 teaspoon salt 

3 egg yolks 

1 cup milk 

1 cup pumpkin 

4 cup butter 

1 cup pecans 
baked pie shell 


Mix brown sugar, flour, spices and 
salt. Beat yolks of eggs, add milk and 
stir into first mixture. Cook over hot 
water until thick. Add pumpkin, butter 
and pecans and mix well. Cool. Pour 
into the baked pie shell. When ready 
to serve, cover with whipped cream and 
garnish with whole pecans. 


_ 
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DISTRICT REPORTERS — 


GREAT LAKES DISTRICT 


Roberta Iredale 
Room 700 

225 East 4th Street 
Cincinnati 2, Ohio 


NORTHEASTERN DISTRICT 


Mrs. Alicia Cogan 
161 Prospect Park West 
Brooklyn 15, L. |., New York 


NORTHWESTERN DISTRICT 


Mrs. Winifred L. Hillyer, CPS 
3301 West 24th Avenue 
Denver, Colorado 


SOUTHWESTERN DISTRICT 


Mrs. Susie Marie Wilson 
City Clerk’s Office 
Ada, Oklahoma 


SOUTHEASTERN DISTRICT 


Margie Keith, CPS 
1911 20th Avenue South 
Nashville, Tennessee 
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CPS EXAMINATION 
DEADLINES 


DECEMBER 1 


Final date on which applications addressed 
to the Qualifications Committee will be ac- 
cepted. This affects all new applicants. 


FEBRUARY 1 
Final date for acceptance of retake fees. 


DEADLINE FOR NEW TAKE FEES 


Ten days after date of letter from Qual- 
ifications Committee chairman stating that 
the applicant has been accepted and is 
qualified to take the examination. 


FEBRUARY 20 


Final date for withdrawal from the exam- 
ination with refund. Later withdrawal will 
mean forfeiture of fees. 


MAY 2 AND 3 


CPS Examination. 


NOTE: THIS EXAMINATION DATE WAS RE- 
PORTED INCORRECTLY LAST MONTH. PLEASE 
NOTE THAT IT HAS BEEN CHANGED. 
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When a secretary needs a friend... 


often, either. Extra yardage takes care of that. 
Got a carbon paper problem? Solve it with 
Park Lane Plastic Back Carbon Papers. Won’t 


Poor Helen! It’s been a rough day. Lots of dic- 
tation. Lots of typing. And now, here it is the 
end of the day and she’ll have to type some 
of her letters over again. 

Things would be a lot better for Helen if she 
had a Park Avenue Silk Ribbon in her type- 
writer. It gives a cleaner, sharper impression. So 
sheer, the type gets closer to the paper, mak- 
ing letters look crisp and neat. 

She wouldn’t have to change ribbons so 


smudge. Won’t curl. Won’t leave feed roll 
marks. Makes a sharp impression. 

Depend on your Roytype man to help you 
get out the best-looking results with the lowest 
possible effort. He’ll bring you the finest in 
ribbons and carbon papers and supplies for 
all kinds of office machines. 


R OYTYP E. .carbon papers, ribbons... 


Products of Royal McBee Corporation 


quality supplies for all business machines 





Give THE SECRETARY for Christmas! 


Start your Christmas shopping right now by ordering a gift subscription 
to THE SECRETARY for all the secretaries on your Christmas list who 
could benefit by and enjoy its contents each month. 

Share your pride in your professional magazine by giving your friends 
the opportunity to enjoy it. It’s the kind of gift they won’t want to 
exchange! An outstanding gift for $3.00! 

Just fill out the blanks below and mail with your check ($3.00 for each 
one-year subscription) to The National Secretaries Association (Inter- 
national), 222 West 11th Street, Kansas City 5, Missouri. 


Please send THE SECRETARY for the next year to: 











